.

DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.

690-15

PAGE
NO. 1 of 1

DEPARTMENT OF PERSONNEL

EMPLOYEE ASSISTANCE PROGRAM

AGENCY

Ol VISION

item
No.

Description

Retention

OLD CLIENT FILES --INACTIVE

2 EMPLOYEE ASSISTANCE PROGRAM STATISTICS

Files of employees referred to the Employee Assist-
ance Program (Self Referrals, Supervisory Referrals
and State Medical Director Referrals

Records of statistics containing mumber of referrals,
| reasons for referral, ~primary problems and treatment
recommended.

Schedule Approved by Dopm'.

Schedule Authorzed by

Retain in office two

(2) fiscal years or
until employee retires

or resigns, then destroy. .

Retain permanently in
office files.

Agency, or Division Representetive

/  Pate Signeture

it Ll B,

/4 ﬁ_d _Mé_*-:/_
o] State Archiviet
VAT :




! LLRNE ITE -3

)

s

- 1;7\4@ SERIES FORMAT(S)
@ LETTER SIZE O MICROFILM - -

LNSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM» FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENT ION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
'RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

Pace 1 _or 1 _ |

{DGS 330-1) JESSUP, MARYLAND 20794
DEPARTMENT/AGENCY 2. DIVISION 13. T
| PERSONNEL - EMPLOYEE ASSISTANCE PROGRAM '

: DEFlNITIw mcom SERIES - A GROUP OF REKLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

(l. RECORD SERIES TITLE

¢ Employee Assistance Program Inactlve Files

REFERENCE AS WELL AJ RETENTION AND DISPOSITION PURPOSES

5. EARLIEST YEAR/LATEST YEAR
- 1985 . T0 1987

‘tN THE SERIES.

etc.

6. RECORD SERIES DESCRIPTIW ‘BRIIPLY DESCRIDE THEK TYPEKS OF lNFOMTION/DOCMNTl/FOM FOUND
INCI.UDR THE PURPOSE OR FUNCTION OF THEK SEFIES)

Employee files contalnmg the usual, name, Social Security, place of employment,
The files contain status reports on cllents in the program.

-a LEGAL SIZE o CGIIHJTER TAPE

BOUND BOOK O FLOPPY DISK.
AUDIO TAPE O vme:o TAPE
o O’ﬂ-ER(BPECIFY)

. O ALPHAEETICAL
- a lcAL B
jmnmox.omm
o asocmn-ucn. '
'D mn(mc:n)

8. RECORD SERIES SEQUENCE 9 VOLUME

FILE DRA¥ER(S)

" . 0 MICROFILM. REEL(S).
. 'i:'fq . 0 COMPUTER TAPE(S)
UMBE

", O OTHER(SPECIFY)

{10. ANNUAL ACCUMULATION
FILE- DRAWER(S)

0

USED . S
DAILY © . 0 WEEKLY

O MONTHLY

12.. FiLE BECOMES INACTIVE AFTEF :
o : _ Um-ls ' YEAR(S
NUREXE: (s) o (s1

o s O MICROFILM REEL{S) . K_
_ .0 COMPUTER TAPE(S)

L
rxs CURRENT l.oc:Aﬂou(S) (auac..nooa noou)
2100 Guilford Ave. '

Baltmore Md., 21218 Room 309

14. IS RECORD SERIES DU'PLICATED ELSE\YPEE?

f1r ves, ECIFY AG!NCY or. orrccn) B
- o.yEs OMNo :

15. ACCESS RESTRICTIONS . W/Yts ono
(1r ves, ciTx LAw(s) & mEcuLATION(S)

30? POL:Ci [ &

n.y(r REQUIREMENTS : - ‘
* @NONE - O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1 vrs.m>PLAIN
j‘.'l.v AND Dllcnlil ANY HARD‘AR‘/'O"'A’R‘,
YE

s 0 NO

Rolodey Cards

18. RECOMMENDED IETENTIW

\/éA/zs .‘

. NAME' AND TITLE OF PREPARER 20.
rederick E. Ramsey, Director | 333-6418

TELEPHONE NUMEER

21. DATE

DGS 550-4 (r;zv:éan, 2/87)

Fig. 7




